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MEMORANDUM FOR: Chief, Protects anc Procecures Staff 


SUBJECT: Fitness Reports 


1, Attached is headquarters Section 5, Fitness Report, of 
Chapter IIT, Assignment and Develonment, of the proposed per- 
sonnel manual, 


2. In aecordence with your instructions, the tear-sheet 
attached to the fitness rerort form is rerarded as takine the 
place of the procedural handbock, 


3, This draft has received working-level coordinstion with 
the office of DD/Pers/FD, which expressed interest in obtaining 
25X1 a draft revision of or a "pilot run™ next month of 
the proposed new fitness rerorting sckedule, For this reason, 
such a craft revision is also attached, 


Attachments: 2 25X1A9A 
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i . PERSONNEL 
25X1 28 Februery 1958 
5, FITNESS REPORT 


The Agency will evaluate the work performance anc. eveotiventess of 
each staff emplovee and staff agent at least once each yeer, ‘Tnitial, 
annuzl, reassignment, anc srecial fitness reports will be made on Form 
45, of which a sample is attached, However, an evaluetion in memoranc.um 
form may be substituted for Form 45 for employees in grades [S-14 and 
above, 

It is Agency policy thet emoloyees be informed concerning the ef 
fectiveness of their work, The snnual fitness renort will be shown to 
the employee concerned at the time it is completed except thet the super- 
visor mey elect not to show the rerort, otker then a report supporting an 
adverse action, when one or more of the follow:n¢ concitions prevails: 

~- When there exist unusual operational cirecumstences such as 
those at a small station where the employee anc the suner- 
visor eveluatine his verformance are working and living in 
very close proximity and constant social interchange between 
them is necessery; 
ee When, for medierl or nsychological reasons, it would be 
ill-edvised to show the individuel the revort; 
- When security consideretions preclude showing the report; 
~ When the apaedisny ané the employee are so physically 
seperated thet it is imprecticeble to show the report. 
dhen the report is not shown to the employee, the supervisor will] ct>te 
kis reason on the report, Fina? determination recerdins the showine of 
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the report will be made by the head of the career service concerned, 

Operating Officials will direct the preparation, review and for- 
warding of fitness reports concerning nersonnel under their jurisdiction, 
Heads of career services will review fitness reports as they rertain to 
career management of members of their respective services. The Director 
of Personnel will reriodically review the effectiveness of this eveluation 
progrem anc will control and maintain centrr1 fitness report recorés, 
Initial Report 

A fitness rerort wil] be prepered for exch employee 9 months after 
his entrance on duty, This report is of particular importance in ~ro- . 
viding a record of the surervisor's evaluation of the emplovee before 
the completion of his 12-month trial period, The Office of Personnel 
will furnish to the administrative or rersonnel officer of each major 
component, on or before the 15th day of each month, a list of the he:d- 
quarters employees for whom an initial report will be due within the 
next 30 days, An initial rerort mav be deferred for « reriod not to ex- 
ceed 30 cdavs beyond the due date to provide the supervisor with adc itional 
time to evaluete an employee who hes been under his jurisdiction less than 
SO days, 
Annual Report 

A fitness report will be rrenered annually for each employee, except 
when an initiel, reassignment, or specie] fitness report hes been made 
within 90 days of the annual report cue date. An annual report mav be 
deferred until the employee has been under the jurisdic’.ion of the suner= 
visor 90 days. 
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Schedule for the Submission of Annual Reports 


Grades To Be Received in Office of Fersonnel By 
GS-01 through GS.06 30 June 
GS-07 through GS~10 30 September 
GS-11 and GS.12 31 December 
GS-13 and above 31 Merch 


Reassignment Reports 


A supervisor who is to be reassigned or who is leaving the Agency will, 
before his departure, prepare fitness reports on the individuals under his 
immediate supervision, ‘hen the interval since an employee's last fitness 
report has been less than 90 Gays, the new report may be a memorandum con= 
firming the previous evaluation, 

When an employee is to be reassigned, a fitness revort concerning him 
will be prepared unless such a report kas been rreprred for some other 
purpose within 9° days, In the letter event, the new rerort may be a 
memorandum confirming the previous evaluatton, 

Special Reports 

A fitness rerort will be prepared whenever necessitated by a particuler 
circumstance, such as a proposed action based on extraordinary merit, or 
completion of < short detail, a special assienment, or a probstionary period, 
Routing of Reports 

Fitness revortgs will be forwerded by the supervisor and the reviewing 
official through the head of the csreer service in time to reach the Office 
of Personnel in triplicate before the due date, 

Revorts of Unsatisfectory Service 

A fitness report expressing the opinion thet an employee should be 

Separated or jucging him to be incompetent will be accompanied by s 


werning memorendum notifying him of his deficiencies in perfornance, 
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PERSONNEL 
ON 28 February 1958 


FITNESS REPORT 


Reseission: [_Jaetea 21 Jenunry 1956 


POLICY 


i. 


Qe 


Ce 


4 ints =i ia 
The Agency will evelvete the work performance and effectiveness of 


each staff emmloyes en? stef! sent at lesst once each yerr. 


ir sreeiel fitnes iorte will be 
Initial, ennuel, reaccipnment, and sreeiel fitness report 


5 7 r es 2 Vatat 
mace on Form 45, of which 9 cory 1s ettached, Fovever, en eve lvation 


$ , Jeavees i 
an memerencun form mey be substituted for Form 45 for emlovees 1 


eraces GS=l, anc cbove. 


Tt is Aceney policy that enplovees be informec concerning the 


effectiveness of their work, The annual fitness report will be shown 


ime it is completed t thet tre 
to the employee concerned at the time it is completed except thet tt 


1 .e report sup]= 
supervisor mey elect not to show the report, other then « report ; 


porting an adverse action, when one or Tore of the following concitions 


prevails: 


(1) 


‘hen there exict unusuel oneretion: 1 ctreunstences suck as those 

4 “her 1 yee anc the surerviso aye lustices 
at a smell stetion where the employee and the sunervisor : 
his rerformence sre vorking end living in very close vroximity ere 
constent sociel interehen-e between them is necesserys 


1 i ube! Lileadv:.secd 
‘hen, for medicel or psvel'clogical rensons, it woul be ill-advised 


to show the incividrel the report; 
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(3) When security consideretions preciude showing the report; 
(4) When tke supervisor anc the emrlovee are so thysicelly 

sepereted thet it is tmpractierble to show the report, 
when the report. is not shown to the emrloyee, the surervisor will 
strte his reason on the report, iral determ nation regardin: the 
showine of the rerort will be mede by the bead of the cereer service 
concerned, 


RESP OMS TETLIOT?S 


Cpersting Officials 


| Onersting Officiels are resronsible for Girecting the prensretion, 


review and forwardint, in accordance with this rerulation, of 
fitness reports concerning personnel under their jurisdiction, 
Heads of Career Services 

Heads of career services rre resnonsible for review of fitness 
reports as they nertain to esreer management o° members of their 


respective servicss, 


The Director of Fersonnel is recnonsible for veriodicelly reviewing 
the ef “eotiveness of this ev-ivetion mrogrem end for the control end 
maintenance of central fitness rerort records, 

TYPiS OF RaRORTS 

Initial Report 

A fitness report wi" be ~repared for erck emplovee © months efter 
his entrance on duty, “his revort is of nerticuler imrortence in 


providing a recoré of the sweervisor's eveluetion of the emr lovee 
-~2-= 
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REGULATION FistiSONNGT, 


before the completion of his l-=month trial period, The Office of 
Personnel will furnish to the eadministr-tive or rersonnel officer of 
each major eomponent, on or before the 15th day of eac> month, a list 
of the headquarters emrlovees for whom en initial report will be due 
within tke next 30 deys, An initial report mav be ceferred for a 
perioc not to exceed 30 cays beyond the due date to provide the super- 
visor with additional time to evalurste an emmloyec who has bee under 
his juriscicticn less than 90 ceys, 
b. Annual Report 
A fitness report will be rrenared annua'ly for each employee, excent 
when an initial, reassisnment, or srecial fitness renort has been 
mece within 90 davs of the ennusl rerort due dete, An annual rerort 
may be deferred until the emmloyee hes been under the jurisdiction 
of the supervisor 90 devs, 


Schedule for tre Submission of Annual Rerorts 


_ Creges Te Be Received in Office of Personnel By 
GS-01 through 65-06 30 June 

GS-07 through C5-10 39 September 

GSell and 5-22 31 December 

GS-13 and = shove 31 March 


Cc. Regssignment Reports 
(2) Uk sunervisor who is to be reassigned or who is lesvine the Agency 
will, before his departure, prevare fitness renorts on the 
individuals under his immediate supervision, “hen the interval 
since en emmlovee's last fitness renort has been less than 90 devs, 


' the new renort may be e memorendum confirmins the previouc evalua- 


tion, - 3 
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(2) “hen en employee is to be reassirned, a fitness report eon- 


cerning him will be nrecered unless such a report has been 
prepered for some other purpose within 90 davs. In the ]-tter 
event, the new report may be a memorendum confirmine the rrevious 
evaluation, 
d. Specie PRerorts 
A fitress revort will be nrenared whenever necessiteted by a nertiewar 
circumstance, such as a propose action based on extraordinary nerit, 
| or completion of a short detail, a special acsienment, or a nrobetionary 
period, 
4 ROUTING OF REPORTS 
Fitness revorts will be forwerded by tke supervisor and tre reviewing of- 
ficial through the he-d of the e-reer service in time to resch the Office 
of Personnel in triplicate before the due d-te, 
5. REPORTS OF UNSATISFACTORY SET VICE 
A fitness report expressing tke opinion that an emrlovee shoulé be separated 
or judging him to be incompetent will be eccompanied by a warnine memorendum 


notifyine him of his ceficiencies in performance, 
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